Business Services Online Tutorial

How to use View Status/Errors/Notice Information

Step 1: Login to Business Services Online via the Business Services Online Welcome
Page.

Step 2: Select ‘View Status/Errors/Notice Information’ link from the Business Services
Online Home Page.

Step 3: The Submission Selection page will display.
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Receipt Year

The Receipt Year is the year that the Social Security Administration began processing
your ariginal submission. For Resubmissions, the Receipt Year is identified onyour
original Resubmission Motice.

Flease Choose Receipt Year

YWFID Option

Yol may specify up to five Wage File [dentifiers (WFIDs) or Tape Library Control
MNumbers (TLCNs) for the selected Receipt Year. If you do not specify one or more
WRIDsTLCHS, all WRIDsMLCMs will be displayed.

Note: If you filed using magnetic media or electronic media other than the Internet, aliow one to six
weelis for your submission information to be avaliable. If you are seff-employed, only Internet
subrmissions will be displayed uniess you specify one or more WHIDs/TLCN s, Subrussion information Is
nat displayed for paper submissions.
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Step 4: Select the Receipt Year of your original submission.

Step 5: (Optional) Enter your WFIDs or TLCNs for the selected Receipt Year. If you
do not enter WFIDs or TLCNs, all WFIDS/TLCNs under your EIN or SSN
for the selected Receipt Year will display.
(Note: If you are self-employed, and did not register using an EIN, only Internet
wage report submissions will be displayed).

Step 6: Select your Sort Option. The Sort Options are by Receipt Date,
WFID/TLCN, Version, Filing Method, Number of Forms W-3, Processing
Status, and Status Date.



Step 7: The Submission Information Page will display.
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‘Submission Information for EIN: 942728480

Select the results displayed in the Processing Status column for an ceptanation of statues codes, Fyou usad
@ method other than the Internct to file your submission, alow i wzoks for it to be displayed here,

* Mate: In most cases the Resubmission Natice and View Critical Crrors columns will be emply unless the Social Secunty
Adrrenistraten askid you b resubemil your data B pou heve been sk Lo resubril your dat thie linkss peraddied 1o vt
your error information by error description or by repon number.

TP Usa your Browser many Seve As or Print festure 7 you wish 1o save of peint this page for your reconds.
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Explanation of Processing Status codes:

RECEIVED  The Social Security Adminisiration has receivizd your We2 Copy A file,

COMNTROL The Social Secunty Admamnsiration has placed your W2 Copy A lile so thel it can be
scheduled for processing.

SCHEDULED The Social Secunty Admamstration has schedubed your W2 Copy A file lor processing.

COMPLETE ;Ih: Social Security Administration was abla to complate processing of your W2 Copy A

You submitted the sama information on anather W2 Copy A file that has already been

DUPLICATE procassed

RETURMN | A requast for comacted W-2 data has been sent to you

Pour W-2 Copy A file has been deletad, Please call the Employar Reporting Branch at
DELETE 1-B00-T7 2-6270 batwean Monday and Friday, T:00 am. to 7:00 pm. Eastem Standard
Time for further information.

IN PROCESS Your W2 Copy A file is being processed.
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